
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARfMENT OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 

FOR AGENCY USE 
Application Oare 

mlicarion N u m h r  

1. Agency Address 

Office of I n s t r u c t i o n s 1  Se rv ices  

2054 Twin Towers East -- 
A t l a n t a ,  Georgia 30334 

FOR RECORDS MANAGEMENT USE 
-De?artment of Education Application Number 

03-12  division of I n s t r u c t i o n a l  Meeia Se rv ices  
Oate Received h i e  Cumpiered 

'* OE? -A-b 3 ::# 1 TAN 2 4 1983 

4. Dates of Series 
Earliest Latest 

1975 1To d a t e  

7. Record Series Description 

Documents relating to: 

This f i le  contains the following documems (include form numbersand titles, ifany): 
Attach samples of the file. 

Operat ing t h e s t a t e  Video Dupl ica t ion  Center, 1066 Sylvan Rd. , Atlanta ,  

lnduded are: Dub Center ou tpu t  reports; completed dub r eques t s  f o r  master t apes  made by 
Commission engineers .  

5. Records Series Title ffollowed by title used in office; if differentj 

Audio and Video Dubbing F i l e s  

file is arranged: Chronological ly  by calendar  year.  I 
9. knnual Rate of Accumulation of Records 

8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
20 

; Thirteen to twenty-lour months old 
50 50 ; Seven to twelve months old 



YES 

Y 

i I I b. Does the series contain confidemial information requiring security handling? If  yes. ?ite b w  or regubtion. 

NO I 10. Ouenionnaire (Place an "x" an the proper mlumn) - - .  
a. is the offtcRal eDpy Of the series? Dupl ica t ion  C e n t e r  copy i s  t h e  o f f i c i a l  copy. 

- 
- If not. w5ere i s  it? 

11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. A d i i  period years. 
b. Stature of limitation years. e. Administrative need 10 years. 
c. Federal law years. . f. Federal retention instructions years. 

Attach mpy or excert of laws or regulations. Explain administrative need. 

O f f i c e  r e f e r e n c e  need cur ren t  year  only cn  working copy held i n  Media Services  U n i t .  
O f f i c i a l ~ c o p y  held i n  t h e  Media Duplicat ion Center i s  needed for 10 years  t o  ca r ry  out 

u n i t  func t ions  working wi th  l o c a l  systems. , 

12. Approved Disposition Innrunions This agency recommends that the file series be cut off a t  fhe end o! each: 
E Calendar Year; 13 F i w l  Year; 0 Other 

monthk) yeads); then 

then. - -, Hol.' in the current f i les r r e t  
D Transfer tc iocai holding area: hold 
0 Transfer to 9.ate i3ecDrds Center: hold 
0 Destroy. 
0 TransfEr to S a t e  AIchives for permanent retention. 
a Other /Specify/ 

yerrlsl; fhen 
yearls); then 

I O f f i c i a l  Copy(Dup1ication Center):  €bld i n  cu r ren t  f i l e s  a r ea  5 years ;  t r a n s f e r  
t o  S t a t e  Records Center;  hold 5 years ;  then  destroy. 

Working Copy(Media Services  Unit):  Destroy a t  end of cur ren t  calendar  year. I 

These instructicns apply to a l l  prior and future accumulations of the series. 

Dan I Rtmrds Management Officer lSignarure) I Date /*cu -g;zltclaekl, x. ac-w.pA &, Il2/20/82 
Y 

State Remrdr Committee /S;g?arure) Date . 
in para- I /I\ A I 

graph 12 are np?rovfd. State AuditorlDesignee h d U  I+?d 8 3 
< 

(If drswproved, sttach kner  
of explana:ion.l 


